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Records Management Office, 08I % June 195 3
Chief, Information Branch, OSI
Vital Materials for GB8/08I

1. Xdsted below, in compliance with your request by memcrendum
dated 26 May 1953, are the vital materisls for the Branch offices
of General Bervices Starf, OBI.

A. Reguirements Branch

1. Guide Type Requirements (Guide BIf----)
These are filed numerically by division
wreskdown (one copy to be sent to repository
by direct method).

2'- Aﬁ"’hoc um’lts (EI okt m"ﬁ#“ s
snd Tr-ORf--).
These are filed numerically by type in
open and closed case riles (one copy
of originel requirement to be sent to
repository by direct method}.

3. Administretive Files - filed by subjent
chronologically (to be reproduced in
part only for storage).

It should be pointed out that op items 1 and 2 of
Requirements Branch vital paterials, that these are
submitted monthly to Informstion Branch for transfer.
It i¢ requested that action sheeta for these items:

e microfilmed every six months, esch time microfilming
is done, the previous microfilm is to be either
destroyed by the Vital Material personnel at the
repository or recalied to OSI for destruction. As

soon as microfilming is completed on those folders

now in file, that which ir slready deposited can

be destroyed. It is believed microfilming would be
the best method of reproduction for these items aa’fm
would be used and no reproduction necessary if records
would be needed.

172

B. Information Branch

No material on file of & vital nature. This
Branch serves s&s & service office and maintaine
no intelligence tilew.
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€. Adsinistrative Branch

¥o material considered vital provided other ' Py ;
components of CIA {Personnel, Travel, Treining, A
€tc.) are smbmitting such materisl as Persomael awfw B

files, Security msttors, travel, clesrances, ,} pend {
éxpenditures, ete.

2. It is suggested that & survey be made to determine if
originating offices are submitiing copies of maierial apd in the

case of items listed under "C" sbove if officea baving primsry
mtpomibﬂity sre forwarding copies to the vital Materials Repository.

08X:¥JBzeb (b June 1953)
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